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OFFICE OF TRAIFNING

DIRECTIVE

COURSE: Instructor Training

SUBJECT: ___Lesson Planning . HOURS:___7 plus

METHCD OF PRESENTATION: Lecture, demonstration,  INSTRUCTOR: |
Student presentations

OBJECTIVES OF INSTRUCTION: To acquaint students with all the steps necessary
in constructing a. lesson plan; to allow students to construct their own lesson
plan from an assigned topic; to have students present orally their lesson
plan before the group.

SUMMARY OF PRESENTATION:

SUBJECTS WITH WHICH CCORDIVATION IS REQUIRE]

REFERENCES s Lesson Planning; FM 21-5, pp. 99-105.

25 YEAR RE-REVIEW]

REMARKS: Chart: Consider in you Estimate
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Instructor Trainimg Course

Lesson plganing

-

Title Tanzrm Planning: 430 minutes
Trat nc‘h~]a¢z nt T @y’arn'}j on
Stydant prenaration

Stadeant arasentation

Dhisctiven

£T
o
.

To mequaint gtud nts with all the steps necessary
In construnting a leas n »lon

STAT 2. To allow students tn eonatyuet thelr own lmason
: plan from an assimad teorie

32, To wwve stulents prasent orslly their lesson plen
heforz the grovp

“s

Raferencas Lacarn Planning; F¥ 215, nages 99-1G5

Parsonrel ¢ 1 az-=istont vith the instructor uszi to help stuilents
eonstruet a plan
1 azcistont, chisf instructor from the branch, ~nd
tha instroetor uszd to constructivelr eveluate the
atrdzrts? rrogentotlions,
1 2neistent to tnpe record 211 stuwlint preocentiw
ticns,

Eoviprent ond
Materisk

e

Tape reccrder, lapel microphene, and necess:ry tape to
record student rvrasentations

Troinisc 24ds "Gansider in your Estimate? blackbtoard wikh pro-
ration stepe of lesson plan on "Pisrce Wire Recorder®
m:”r en out, Attaehment A%ZR in "Lerson Flanning®

E)
£2
el
ag i3
bad

I. Pressntetion 5

A, Introlustion (Motivetion)

1. The instructor must be able to plan for 11 fze’ors invay-
ing the affactive preosentation of onl ject mattey,

2. He u3i1) he better avle to do this anticlrpaiory thinking if
Jafinits s’ters of rrocedure are cutlined for him to {ollow,
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3. First hour will include steps necess>ry in nlanning a lesson|
Two end nne half hours will be spert In pr neri ng a lesson,
Five hours will he devoted to individuel pressni-tions which
will be aprroximately 20 minutes per student. :

B. Explanation ’ 10 min,
1, Contents of s lesson nlen
a, Preraration
he Prssentation
e. Application
d. Emmination
e. Discussion and/or critimgme
Hote: Show chert ¥Consider in !eur Estimate 3

2. Go over steps in "Fstimate"

2. e o necessary in Preraratincn usirp refersnce
STAT Attachment A

4. Using the blackbosrd with the written preperstion on "dire
Recorder" explain its use,

5 Follow same rnrocedure for remeining steps in lerson plan
STAT usin~ Attzchwent A and P,

b, Mﬂjﬂm“ﬂwﬂmém?u shew emple

II, Arrlieation , 130

A, Preparstion of lesson plan

1. Tn the following 2-1/2 hours stnderts ars 4~ formul-teo ¢
plan from an assigned topiec,

2. TInstructor and assisisnt to cireul-+ta about *the room and
render assistancs to students whersver necessary.

P, Presgentation of lesson hy studants 250
1. Students to h-ve presentations recorded and mlryed back
&t 2 convenlent time the following week in ths rresence

of en instruetor,

2. Tup students will o assigned to evaluste eadh student
prosentation,
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Two instricters and the students® ehief instructor will
evaluste nresentstion,

Bvaluators as well as the elass, will orelly express
thelir findings after each presentation,

Completed evaluation sheets to Ye given to the studont
for study,

Totzl Time 4P
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THE LESSON PLAN

Lesson planning has been deferred until the end of the course because
the prospective instructor must have the total teaching situation

in mind before he can begin his lesson plans, The preceding topics
should convince the beginning instructor that there is more to
teaching than knowing his subject, methods of instruction, and tech-
niques of presentation, He must understand people and have a concern
for their interests, problems, and needs. There are few situations
in professional life comparable to the position of the instructor

who is almost solely responsible for what goes on in his classroom
or at his training site, To approach his responsibility without
planning not only would indicate incompetence but also invite disaster,

There are instructors who do not make systematic lesson plans but

they are not the superior instructors, Those who plan best, teach
best, Instructors with many years of experience find that their
planning can be on a longer range basis than for a beginning instructor,
Their plans can be less formalized., But no experienced instructor
makes the mistake of approaching a training session with no idea of
what he is going to do during all phases of that session, This paper
outlines a systematic approach to the preparation of instruction,

Purposes of the Lesson Plan,

1, The lesson plan guides the instructor in the selection of
material and complete coverage of a subject, The instructor
will be more careful of his selection and organization of
instructional points when he writes then into a plan,

2, It aids the instructor in presenting his material in the
Sequence required for efficient learning, It makes certain that
proper consideration will be given to each part of the lesson,
The plan provides time control, (See Attachment 4),

3. It provides an outline of the teaching methods and procedures
to be used in the instruction, It will insure proper use of
training aids,

4, It serves as a record for use in making examinations, relating
each lesson to the course objectives, and détermining the status
of training of a class,

5. It gives confidence to the instructor, The lesson plan
is his preparation insurance,

6, It refreshes the memory of the instructor and serves as a
guide to organization and emphasis of the salient points of his in-
struction,
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Steps in Less

{Planning, A

Preparation by the instructor is the first step in lesson planning,

.

1. Objectives.

This is actually the starting point for any planning activities
by the instructor, The instructor must realize from the start
what he expects to accomplish, The objectives should be specifically
stated by the instructor in terms of the learning he hopes to
develop rather than be stated in broad general statements,

Learning is more effective when the student is aware of what
he is to learn and what is expected of him, This principle is
applied by the instructor when he emphasizes the objective of
the lesson in the introduction to his lesson and makes frequent
reference to his purpose as he covers the main points of his
unit, The objective of a lesson states what the student will
do and how he will use the material presented rather than what
the instructor will do, Stating objectives in terms of the exact
procedures and information required for field use enhances their
practical walue for the student,

The instructor who reviews the units which have already been
presented and ties them into his own instruction, showing how
they will help the student, is applying this principle, The
application of this principle provides the student with the
opportunity to bring the details of instruction together asa
that he can see and do the complete assigmment, thereby giving
him a meaningful objective toward which he can direct his learning
effort,

2, Unit of subject matter to be tausht,

After the instructor has determined his objectives he should
decide on the skills, knowlecdge, or techniques required for the
successful perférmance of the task or the fulfillment of the
instructional objective, Each teaching job should be analyzed
to determines

a, Operations necessary to do the task,

b, Knowledge required to do the task,

In order to meke an analysis, divide a sheet of paper into
two columns, listing all the operations on the left side and all
knowledge required to do the job on the right side,

For purpose of illustration a simple example can be used,

Assume that the job selected is

- 2—-
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The analysis would be as in the following outline, Operations
represent the manipulative steps necessary to complete a job,
The detail to which the job is analyzed depends upon the
complexity of skills involved in performing the operation,

The knowledge column represents the technical and related
information required by the student,

3. Motivation,

What factors of interest, personal experiences, or other
background information would appeal, stimulate, and bring the
group to take an active interest in the lesson to be presented?
Can you show an immediate need? Active participation? These
are some of the major questions the instructor should ask hime
self in formulating his motivation step of the lesson, The
instructor must know as much as possible concerning the interests
of his students, He may get attention through intensity and

-3-
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novelty, but he must plan to hold that attention by some genuine
interest or need, The instructor must maintain interest by
constantly shifting attention from one phase to the next phase

in the development of a series of operations, 4n exciting game
holds the spectator's attention but for all this his attention

is nimble, passing from one development to the next, He keeps

pace with the game, A good instructor does not start a learner

and then sit at a desk and let the learner alone but keeps "pumping"
away at each new stage of learning with new interest-stimulating
devices to motivate the learner,

Learning is interesting when the learner feels that he is
getting something worthwhile, Even severe effort is pleasant,
granted that something significant comes out of ity Therefore,
teaching projects or problems which are simply exercises do not
have the same value as projects which are real jobs and are a
part of actual operational procedure, The good instructor
will, therefore, use "live" problems or situations wherever
possible as an important interest and motivation factor, The
instructor should see the job he is teaching through the eyes
of the learner,

L., The order and method of presentution of the subject matter,

Another important step in planning is the selection und
organization of subject matter for the lesson, The best criterion
is that the order "mokes sense" from the learner's point of view,

This requires a full understunding not only of the subJect
matter but also of the level of the students' knowledge and
abilities in the subject, This instructional order of materials
frequently differs from the order in which they will be used
later by the learner, This indicates that a sequence of materials
arranged in order of difficulty may not constitute the best
instructional organization of that material, as the student often
will not see the reason for, or make immediate use of, what he
learns,

General principles of arranging new ideas or procedures
for instructional purposes are:

8, Arrange the material so that the student will sce the
necessity for each step in the instruction as it occurs;
that is, plan the sequence so that the materials have
meaning from the point of view of the student,

b, Start with material with which the student is familiar
and proceed to that which is new, that is, work from the
known to the "unknown'",

—4~
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¢, Proceed from the simple to the complex whenever this
is the only sequence of use of the materials, if this ine-
structional sequence does not violate the principles in
(a) and (b) above,

5. Visual and other teaching aids to be used,

In light of the training objectives, consider the requirements
for, and availability of training aids, equipment, training
areas, and facilities, Frequently the instructor will have to
improvise, Thus the importance of early planning, Illustration
and demonstration equipment is seldom available at all times in
any training situation, One way to avoid delay in securing such
equipment and to increase efficiency of the teaching job is to
plan far enough in advance for all equipment and teaching devices,

The following condensed planning form is suggested here as a
possible form for use in securing and scheduling teaching deviees
and supplies,

PLANNING FORM F'OR TEACHING DEVICES AND SUPPLIES

= Where it Check when
Leason No, What 1s neéded Date needed may be had | arrangements
are completed

6, State of training,

In considering this factor the instructor checks the outline of
his ewa couwse and other courses eompleted by thé' students to' .
determine their previous training, In more advanced training it
becomes necessary for the instructor to consider previous
assignments and experiences of his students, With this information
he can better tie in his instruction with other phases of the
training program, It enables him to plan an effective approach
to his subject - one which will meet the specific needs and
background of the students,

The instructor can explain many new things by giving illus-
trations drawn from the past cxperiences of the student and
showing these past expericnces to the new material, The new

-5
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material to be taught is explained by comparing it Wﬁthgsﬁmeggggw
thing with which the student is already acquainted.

STAT

The task of the instructor becomes one of explaining new
facts, information, principles, theories, and the like, in
terms of everyday things with which the students are familiar,
The instructor who describes carburetion as the "atomization of
combustible material to facilitate combustion of ingredients"”
may be entirely correct but very few students will get the
full meaning from this explanation, The subjeet matter must be
explained by using illustrations and words which the students
understand,

Since all students have not had the same past experiences
and do not attach exactly the same meanings to words which are
used, no two students can be expected to place exactly the same
interpretation on complicated phases of a subject unless good
instruction prevails, This means that the instructor must
carefully select illustrations and spend great time, effort,
and ingenuity in other ways in order that his students will get
the desired meangngs, In the early stages of training the
instructor will have to draw his illustrations from experiences
common to all students in the group, As the training advances
more and more illustrations should be drawn from the experiences
of the beginning phases of the training program,

Consideration of these factors which constitute the training situation
establish in general the pattern of the lesson plan for the
instructor, Within these capabilities the instructor develom a

plan fér presentation and student partieipation whieh will achicve

the objectives of the lesson,

7. Planning for field trips,

Whatever equipment for demonstration and practice is available,
it will be advantageous to the students to be taken into the
field for the purpose of inspecting something that has bcen done
or watching something that is being done, If these trips are
to be of maximum value to the traince, they must be scheduled
and planned so that each trip may be made as closely as possible
to the lesson which most nearly ties up with the work that is
to be witnessed on the trip,

-6
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Presentation,

The second stage of a lesson plan is presentation, This is the actual
presentation of the teaching material to the students., It consists

of two major steps: the introduction and the explanation and/or
demonstration,

1, Introduction,

In the introduction, the trainees are prepared for the new
material which is to be presented, They are told what they are
to learn, why thev aré to learn, and the vecfidicncy they.ors..
expected to attain, The instructor elso outlines exactiy what is
to be done during the lesson so that the students will know how
the lesson will be conducted,

2, Explanation and/or Demonstration,

At this time the instructor presents the new material to
the students, This may be accomplished by a brief lecture, a
directed discussion, demonstration, or other suitable method of
instruction, It may be accomplished by a combination of two or
more of these methods, Whenever possible in this presentation
stage, the instructor not only tells, but shows——that is, demon—
strates how things are done--so as to prepare the students for
the correct application of knowledge and skills in field
activities,

Application,

In this stage the students are given the opportunity to do, The capable
instructor will have his students apply the principles and procedures
learned in each lesson as quickly after his explanation or demonstration
as possible, This application is one of the ways a good instructor
makes a difficult subject secem simple, Under his supervision his
students, as individuals or as teams, should aprly what they have
learned, thereby proving to themselves as well as to the instructor
their mastery or understanding of the subject matter, Field instruc-
tion provides many opportunities for both individual and team
performance, During the applicatory phase the instructor continues

his teaching and begins to test his students, The applicatory

phase may be delayed until later lessons,

Examination,

In this step the instructor checks on the student's understanding

of the materials taught, The instructor can be certain that the
students have mastered the essentials only after he has checked their
ability to perform without assistunce, In testing he faoces the problem
of what to measure and how to measure, 4 number of different testing
techniques should be used to evaluate student progress., This phase
may not be separate from the applicatory step--if full testing can be
done during that step,

-7—
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. Discussion and Critique,

This is the final stage of instruction and always follows the appli-
cation or the examination, Here the instructor reviews the knowledge,
skills, technigues, or appreciations acquired in the instruction and
the progress made by the individual or group, its functions are to
give a complete picture of what has been taught and to clarify any
phases of the instruction which are not entirely understood, The
term critigue is usually restricted to the review given after an
applicatory exercise, The critique provides an opportunity to correct
wrong learning, to emphasize the objective of tha instruction, and

to relate what was learned in one lesson to the ctaer instraction

of the subject or Course,

Using the Lesson Plan.

1., The lesson plan is 4 guide; It is the iistructor®s ‘outline
for condueting his ¢loss, Stoudents are cwivk Yo appreeiate

that the instrucson has given the same attontion to his teaching’
that he expechsthem 46 .give to their learning,

2, The lesson plan is not a cruteh, The instructor will seldom
hold the plan in his hand but he will have it available at all
times for quick reference,

3. The lesson plan is not a stbstitute for thinking, The instructor
should master each step thoroughly before using it. The lesson

plan is & skeleton which the instructor should fill out with as

many relevant examples, illustrations, and practical applications

as possible,

4, Lesson plans should be adapted to the class, If an instructor
firds, in presenting a lesson, that the suggested procedures

are not leading to the desired results, he should feel free to
change his approach, No matter how carefully the lesson has been
planned it is impossible to anticipate with complete certainty,
the reactions of different classes, 4 lesson should be planned
flexibly so that variations in procedure can be made if necessary,
The instructor should be guided by the learning of the students
rather than by the rigid execution of procedures outlined in the
Plan,

5. No lesson plan is static, It will need constant revision,

No two teaching situations are identical, and the instructor

who repeatedly uses the same plan without revising it according

to his experiences will find that his teaching efficiency is
lowered, In cases where lesson plans are reproduced by the unit

in printed or mimeographed forms, the instructor should not hesitate
to make notes in the plan to adapt the plan to the class,

.2
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’ ) 6, Lesson plans should be kept for future use in revising and
improving instruction, The unit which keeps a complete file
of lesson plans will find that instruction will become progressively
better, The making of plens‘will be facilitabed and instructors .
will bave more time for -other .essential elemants of preparation,
If the unit needs to develop a testing program the lesson plans
on file will form a basis for the construction of tests,

Rehersal of the Lesson Plan,

1, Desirable clements, In his rchearsal the instruetor presents
the lesson as completely as possible without the students present,
If possible, the lesson should be rchearsed in a realistic
situation, Rehearsals are usually necessary if the instructor
uses assistants and/or extensive training aids, or conduets a

demonstration,
2, The following are elements of a desirable situation for the
rchearsal s

a, Physical setup should be as near as possible to that of
the actual situation,

b, Assistant instructors hhould be present and rehearse
their duties as they are expected to perform them during the
actual lesson,

¢, Other interested persons should be present. They can provide
constructive criticism,

Final Check,
The instructor should provide himself and his assistants with sufficient
time just before the instruction is to be given to get everything
in readiness for the lesson, A check of these items should be made:
1, Is the necessary equipment on hand?

2, Are tables, chairs, benches, equipment, ventilation, lighting,
ete, properly arranged?

3. Are all instructional materials for students' use at hand?
(Reference materials, mimeographed materials, manuels, assignment
sheets, work sheets, tests, ete,),

4, Are all assistants present and do they understand their duties?

5. Have all the training aids been procured?

6. Does the instructor have his plan or notes for use during the
lesson?

-9
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! ’ POSSIBLE SUBDIVISIONS OF A LESSON PLAN

ATTACHMENT A

Qutline for Lesson Flan
I, PREPARATION

Title: Subject to be presented,

Objectives: What is to be achieved in this lesson?

Types Which methods will be used? Lecture,
conference, ete,

Time Reguired: Length of this lesson,

Classes Presented to: Trainees to receive instruction,

Iools, Equipment and Materialsg Ttems necded by instructor for
trainees in class,

Personnel: Assistants needed,

Training Aids: Training aids to be used during
lesson,

References: Where is the subject matter for

this lesson found?

Study Assignments: What should trainee study before ..}
ooming to clasa?

Students' Uniform and Equipments What should trainee bring to class and
how should he dress?

TIransportation Requirements: Will transportation be nceded?

II, PRESENTATION

Introduction (Motivation) State objectives; give the students
reasons for learning this lesson,
Why? What? How?

NOTE: If some special techniques is used to gain
the attention of the class, such as demonw
strations or skits, put it into your
lesson plan as a NOTE,
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Standards:

Explanation and/or Demonstrations

STAT

Question:
NOTE:

Illustration:

Tell the students the standard of
performance to be required of them,

a, All main points of the presen-
tation should be designated (1), (2),
(3), ete,

b, When notes, training aids, questions,
and other instructional procedures to
supplement the lesson plan are used,

they are included in the plan as followss

What are the limitations

Use chart #540,

Draw net diagram on blackboard,

STAT

Caution:

Example:

NOTE:

III, APPLICATION
a, Outline in detail
(1) Directions to students,

(2) Arrangement of students

¢, If a demonstration is used,

(1) Outline in proper order the steps
of the procedure,

(2) Include in the outlines

(a) Questions to check under-
standing,

(b) Notes on use of equipment,
(c¢) Notes on safety precautions,

(3) Summary,

Summary should be used here if the unit
included application and/or examination,
When the lesson includes only presentation
and discussion stages, use the summary

in the discussion stage,

(a) Review main points,

(b) Re-emphasize important items
and safety precautions,

s requirements and materials,

-2
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(3) General plan for conduct of practical work,
(4) Practical exercises,

b, Outline of instructor's activities.

(1) Supervision,

(2) Procedures to be followed,

(3) Safety precautions to be observed,

IV, EXAMINATION
a, Written tests,
b, Oral tests,
¢, Observation of student's work,
NOTE: This step will be covered in applicatory phase,
V, DISCUSSION AND/OR CRITIQUE
a, Clarify points of difficulty which students may have had,
b, Summarize the lesson,
(1) Recap points covered,
(2) Outline main points in the plan,
¢, Close with a strong statement,

NOTE: A lesson which does not contain application or exami-
nation stages will number only those stages employed
and omit the others, In the case of a lecture (which
employs only the Presentation stage) the main divisions
will bet

1, INTRODUCTION; 2, EXPLANATION; 3, SUMMARY
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v e ATTACHMENT B
SAMPLE OUTLINE FOR LESSON PLAN
INSTRUCTOR TRAINING COURSE

Title: Time Reguired:
Objective gszz

References:
Training Aidg:

Pregentations

Introduction (Motivation) Time Reguired:

Explanation and/or Demonstrations: Time Required:
Application: Time Reguired:
Examination: Time Reguireds
Discussion and/or Critigue Time Requireds
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ST o v

LESGON PLAMNING AFPLICATION . Assigmment #2

Bach student is rejuired to prepere a lesson plan, The topiec will

be mssigned by the Chief Instructor of the respsetive branch, The
plan shonld fellew the format of the exsmple given in the reading
material, "lesson Flanning.” A typed originel and three copies of

th2 plan muat be submdtted to the Chief, ITC, Each student will
przsent ils leason to the class, The lesson will be ____ mirutes
with mimites allotted for the students! ani ianstructors' evalu-
ationg, The ITC stafl{ will notify the Chief Instructor of the respec-
tive branch of ithe schedulsd time for the student's presentstion, The
Chief Ingtruetor will azsist in the evaluation,

The purpose of this assigument is to:
i. Acquairt the student wlth the uses of lesson plans, cone
struction and format of the lesscn plan as it is used in this
organization,
2, Give the student an opportunity to vrspore a lesson plan,
3, Allow the student to present his plan before a group,
Le Evsluate other students and their lesson plans,
5. Give the student an opporturity to have others constructively
evaiuate his effeorte fcr the purpose of improving his effective=
neas before 8 groap,
é. Recognize the assets and the shorteomings of student-ingtruc-
tors, so that the student will contimme to improve as an instrue-
tor in his TR(S) assignment,

The four copies of the lesson plan will be distrimited as follows:

Origianl copy - IIC instructor

Copy 2 - Student evaluator
Copy 3 - Student evaluator
Copy 4 « To be roteined by the student

4 schedule will be pested on the blackbosrd giving the order and the
time of the presentations, and the student-evaluators for the lessons,
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The persons assigned to svelustes wills

1. Evaluate presentations following the same procedure as was
used in the first essignuent, A different evalnution form and
a guide for its use will be provided for this purpose,

2, Comment belore tiie claasz on the instructortis ability to
follow the lesson plan,

Each instruction will be recorded with a playback at a scheduled time
of the following week, At the #ime of playback the student will have
the eveluation sheets, An instructor will be present to answer any
questions which may arise,

Aids sscured from the students! assigned branch may be used, Training
4ids Branch cannot be ntilized %o prepare an aid for the lesson,

The technician who will moke the recording will give a "three-mimites
tc-go® varning sign to esch student and will glop recording st tne end
of the gllotted time,

An instructor will assist any student in the preparstion of his ine
struction during the scheduled time for lesson planning,
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LESSON PLANNING

This topic of lesson planning hus been deferred until the end of the
course. bscanse the prosvective instructor must have the total teaching
situation in mind before he can begin hie lesson planas. The preceding
toplcs should convince the beginning instructor that there is a great
deal more to teaching than knowing the subject matter. He must under—
stand pgople and have a concern for their interests, problems, and needs.
There are few situations in vrofessional 1ife comoarable to the position
of the instructor who is almost solely resvonsivle for what goes on in
his classroom or at his training site. To approach his responsibility

without planning not only would imlicate incompvetence, but would invite
disaster. _ '

There may be instructors who do not make systematic lesson plans, bdut
they are rot the suverior instructors, With few exceptions, those whe
plan best, teach best. Instructors with meny. years of experience find
that their planning can be on a longer range basis than for a beginning
instructor. Their plans can be less formalised. DBut no experienced
instrustor makesthe nistake of avproaching a training session with no
fdea of what he is going to do during all phases of that session.

1. Purposes of the leason plan,

a. It insures wise selection of material and complete coverage of
a sudject, It keepes the instructor pointed toward a goals The
instrustor will be more careful of his selection and organization
of instructionsl points when he writes them into a Plan,

It aids the instructor in presenting his material in the right
sequence for efficient learning. It makes certain that proper
coneideration will be given to each part of the lesson. The
plan provides time conmtrol, (See Attachment A.)

It provides an outlins of the teaching methods and procedures
to e used in the instruction. It will insure proper use of
tralning aida. . ‘

It serves as & record for use in saking exahinationso in re-
lating each lesson the course objectives, and in determining
the state of training of a class. '

It gives confidence to the instenctor. The lesson plan is his
-oreparation insurance.

It refreshes the memory of the instructor and scrves a8 & guide
to organisation and emphasis of the salient »oints of his in-
structione,
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2. Steps in a lesson plun.

Qo Prepargtion Wy ‘the 1nstmct.o; is the first stev in lesscn planning,

(1) Objectives. This is actually the sterting -oint for any

{2)

Planning activities by the instructor. The instructor must
reallze from the start just what he expects to accomplish.
The objectives should be specifically stated by the instruc-
tor in terms of the learning he hopes to develop rather th:n
in broad general stutements. (See ovjectives for this lesson
on Attachment C.) B : -

Learning is more effective when the student is aware of what
he 18 to lez~n and what 4s expected of him. This orinciple

is applied by the instructor when he emphagizes the odjective
of the lesson in the introduction to his lesson and mukes
frequent reference to his purpose as he covers the main points
of his unit. The objective of a lesson states what the stu-
dent will do and how he will use the material vresented rather
than what the instructor will do. Stating objectives in‘erms

- of the exact procedures and information required for field use
‘enhances their oraciical value for the trainee.

The principle ofmobJoqf.ive is also avplied vhen the instruc-
tor presents each unit of the lesson {or sourse) as a part
of -the whole. The instructor of a class should be thinking

- in terms of training hias students to do their jobs; he should

think of and interpret his subject in terms of their needs.

The instructor who reviews the units which have already been
presented and ties them into his own instruction, showing
how they will help the trainge, is applying the princiole of
the objective. The application of this principle provides
the trainee with the oppsrtunity to bring the details of
instruction together so that he can see and do the complete
Job, theredy giving him a meaningful objective toward which
he can direct his learning effort.

Uni¢ of subject matter to be o After the instructor

has determined his objectives, he should then decide upon the
skills, knowledge. or technlgues required for the successful
porformance of the task or the fulfillment of the instructiona)
objective. An inatructor should make any effort that might

be necesscry to orepare a lesson in advance 80 that the material
can be presented during the instruction periocd without waste

of time to instructor or traines. JFach teaching job should be

analyzed to Setermine:

(a) The operations necessury to 4o the task,

(b) The knowledge required to do the task.
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In order %o make an analysis, divide a sheet of pz‘anér‘into
two columns, 1isting all the operations on the left side and
all knowlefge required to do the job on the right 2ide.

Assum g het the job celsoted is
o~ The analysis would be as in the following
outline, The operations representthe manipulative steps nece-
- ssary to compleie & job. - The dotail %o which the job is ana-
STAT lyzed depends upon the complexity of skille involved in .ver-
forminz the operation. The knowledge column represents the
technical and related information required by the trainee.

(3) Motivation. What factors of interest, versopal exvaeriences, or
other background informution would aopeal, stimlate, and bring
the grou: to take an active intorest in the lesson to he presented?
Can you show a: immediute need? Active warticination? These
are some of the major questions the instruztor should be aware
of in formlating hie motivation step of the lesson, The
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instructor must, first of all, know as much as possible con-
cerning the interests of his trainees. He must get attention
through intensity and novelty, but tc hold that attention the
appeal must be made to some genmuine interest or need. The in-
structor must obtuin sustained interest by constantly shifting
attention from ons phase to the next vhase in the development of
a series of ouerations. An exciting game holds the spectator’s
attention, but for all thias his attention is nimble, passing
from one development to the next. He keeps pace with the game.
A good instructor does not start a learner and then sit at a desk
and let the leurner alone, but kecps "pumoing® away at each new
stage of learning with new attention-getting deviees to. motivate
. the learner,

To obtain continual attention, the instructor must eliminate
anything which would lead to distractions, such ~s poor vent-
ilation, 7oor lishting, unnecessady disruptions, unnscessary
noises, traind® talking too much to each other, and congre-
gating about a ~ench, machineo field nioce° and so forth.

Learning is 1nterest1ng when the learner feela that he is
bl gettine something worthwhile. Effort, even severe effort, is
pleasant, granted that something significant come: out of i¢;
therefore, teaching projects or oroblems which are simply exer-
ciges do nat have the same value as vrojects which sre real jobs
and are a part of actual operational procedure. The good in-
structor will, therefore, use "live" problems or situations
whersver possinle as an i-wortant interest und motivation fac-
tor. The instructor should see the job he is teachinz through
the eyeés of the learner.

{4) The order and method of vresenmtation of the subiect matter.
Another invortant step in vlanning is the selection amd organ-
ization of sudbject matter for the lesson. The best criterion

" in arranging meterials in teaching sequence ia thut the order
"makes sense® fron the learner’'s point of view.

This requires a full understanding, not only of the subject
matter, hut also of the level of the students’ knowledge and
ubilities in the subject. This instructional order of materials
frequently differs from the order in which they will be used
later by the learner. This indicates that o sequence of mater—
ials arranped in order of difficulty may sot constitute the best
1nst-uctiona.1 organization of that waterilal, :sths student often
will not soo the reunson for or make i medizte use of, what he
learm°

General nrinciples of urranging in- -aquence new ideas oOF Pro-
cedures for inntructionalfpurposes are:
{a) Arrange the mterial 80 that the student will see the
noceasity for each step in the instruction as it occurs,
that is, plan the sequence so that the materials have
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meaning from the point of view of the trainee.

(b) Start with material with which the student is fami-:
. : liar and vroceed to that which is new, that is, work
from the known to the "unknown",

(¢c) Proceed from the simple to the complex whenever this
is the only sequence of use of the materials, if this
instructional sequence does not violate the principles
in (a) and (b) above.

(5) Visual and other teachinsz aids to be used. In light of the
training objectives, consider the requirements for and availa-
bility of training aids, equipment, training areas, and facil-
ities. PFrequently, the instructor will have to improvige; then
the importance of early planning is emphasized. Illustration
and demonstration equipment is seldom available at all times in
any training situation. One way to avold delay in securing such
equipment and to increase efficiency of the teaching job is to
plan far enough in advance for all equipment and teaching de-
vices, to make sure of having things ready for use when needed.,

The following condensed Planning form is suggested here as a
rossihle form for use in securing and scheduling teaching devices
. and suvplies.

FLANNING FORM FOR TEACHING DEVICES AND SUPPLIES

Lesson No. What is needed Date needed Where it Check when
may be had arrangements

- ' are comoleted

(6) State of training. In considering this factor, the inmstructor
checks the training schedules to determine what previous training
the men have had. In more advanced training, it becomes necessary
for the instructor to consider orevious assignments and experi-
ences of his men. With this information he ean better tie in
his own unit of instruction with other phases of the training
program, It emables him to plan an effective appreach, to his
subject - one which will meet the specific needs and background y
of the ¢rainees
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The instructor can explain many new things by giving illus-
trations drawn from the past experiences of the trainee and re~
lating these pest experiences to the new material. The new

material to be taught is explained by comparing it w -
thing with which the trainee is alreudy acquainted. |

The job of the instructor becomes one of explaining new facts,
information, orinciples, theories, and the like, in terms of
everyday things with which the trainees are familiar, The
instructor who describes carburetion as the "atomization of
combustible material to facilitate combustion of ingredients"
may be entirely correct, but very few students will get the full
meaning from this exvlanation. The subject matter must be ex-
plained by using illustrations and words which the students
understand,

Since all students have not had the same vast exveriences and do
not attach exactly the same meanings to wo®™ls which are used, no
two students can be expected to place exactly the same interpre-
tation on complicated phases of a subject unless good instruction
prevails, This means that the instructor must carefully select
illustrations and spend great time, effort, and ingemuity in
other ways in order that his trainees will get the desired meanings.
In the early stages of training the instructor will have to draw
his 1l1lustrations from experiences common to all men in the group.
As the training advances, more and more illustrations should be
drawn from things experlenced in the beginning phases of the
training progranm,

Planning for field trips. Whatever equipment for demonstration
and practice is available, it will he advantageous to the trainees
to be taken into the field for the purpose of insvecting something
that has been done or watching something that is being done. If
these trips are to be of maximum value to the trainee, they must
be scheduled and planned so that each trip may be made as closely
as possible to the lesson which most nearly ties up with the wonc
that is o be witnessed on the trip.

Presentation. The second stage of a lesson olan is present: tion. This

is the actual vresentation of the teaching material in the presence of
the students. It consists of two major stevs, the introduction and the
exvlanation andfbr demonstration.

(1)

Introduction. In the introduction, the trainees are prepared for
the new material which is to be vresented. They are told what
they are to learn, why they are to learn, and the proficiency
they are exvected to attain. The instructor also outlines exactly
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what 1s to be done during the lesson so that the students will know
how the lesson will he conducted°

(2) ZExplanation andfor Demonstration. At this time the instructor ore-
sents the new material to the students. This may be accomolished by
a brief lecture, a directed discussion, demonstration, or other suit- ¢
able method of instruction. It may be accomplished by a combination
of two or more of these methods. Whenever vossible in this presenta-
tion stage, the instructor not only tells, but shows=—that is, demon~
strates how things are done=—-so as to prepare the students for the
correct applicatlion of knowledge and skills in field activities.

Aoplication. In t~is stage the men are given the opportunity to DO; trainees
learn most thoroughly by doing. The capable instructor will have his
trainees apply the principles and procedures learned in each lessonss
quickly after his explanation or demonstration as possible, This applice=
tion is one of the ways & good instructor makes a difficult subject seem
simple. Under his supervision his trainees, as individuals or as teams,
should apply what they have learned, thereby proving to themselves as well
as to the instructor their mastery of the subject matter. Field instruc—
tion provides many opportunities for both individual and team performance.
During the applicatory phase the instructor contimies his teaching and
begins to test his students. :

ramipation. In this steo the instructor checks on the student’s mastery
of the materials taught. The instructor can be certain that the students
have mastered the essentials only after he has checked their ability to
perform without assistance. In testing, he faces the problem of what to
measure and how to meagure. A mmber of different testing techniques should
be used to evaluate student progress. This ohase may not be separate from
the applicatory stev——if full testing can be done during that step,

Discussion and Critigue, This 1s the final stage of instruction and always
follows the application or the examination.. Here the instructor reviews the
knowledge, skills, techniques, or avpreciations acquired in the instruc-

tional unit and the progress made by the individual or group. Its functions

are to give a comgiete plcture of what has been taught and to clarify any
vhases of the instruction which are not entirely understood. The term cri-

tique is usually restricted to the review given after an applicatory exer-
cise. The eritique provides an opportunity to correct wrong learning, to
emphasize again the objective of the instruction, and to relate what was
learned in one lesson to the other instruction of the subject or course.

~

The lesson plan is a guide. It ia the instructor’scutline for conducting
his class. Trainees are quick to anpreciate that the instructor has given
the same attention to his teaching thut he expects them to give to their
learning. ’

The lesson plan is not a crutch. The instructor will ssldom hold the plan
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n bis band, btut he will have it available at all ¢*mas for quick refere
»ﬁnﬁ@c\

he lesson plan is not & substitute for thinking. Ize inatruotes wnowmld
naster sach atep tharoughly before using it. The lscson slap is 2 swelsw
ton whish the Ynsiructer should £ill ocut with ms many rulsvan: exenpiss,
idustrations,; and practical applications as possibiz,

lesson plans should be adepted to the class. If ma inetrocter finds,
in presepting & lesason, that the guggested procedurez sre anot leading
to the desirwd resuits, he should feel free to changs hig spproach, HNe
nmatier how earefully ihe lassom has been placned. It is impassible o
anticipate with sowplete certainty the reactious of 4ifferent glassms,
4 lesson should be planned flexibly so that variaticns inm procedwse Jan
he made if necessary. The inatructor should be suided by the leaiuing
of the traimses rather then by the rigid exscution of p?ﬂ"*&dﬁl‘eﬁ rittes
1iosd in the plen,

The lesson plan will need constant revision, No lwe tesebing aliunt-
tions are identiscsl, and the instrustor who repsatediy uses the same
plan without reviaing it acoording to his exzperiences will £ind that his
teasuing sfficlency is lowered. Even in cases where iessen plans ars
reproduced by the unit im printed or mimeogrsphed forms, the imaizucter
should not hesitate to make notes in the plan which wili adapt the plen
to anticipated nseds of the class,

Lesson plans should be kept for future use in revising and improving
instructlon, The unit which keeps a camplete file of lgsson plans
i1l £find that ingtrustion will become progressively better, Ths
naking of trainiug plans will be facilitated, end iveiructors will have
more %time for other essential elements of preparaticsn., If ths vait
needs to develop a teating program, the lessom plars on £ile will fom

& basis for the cormstruction of teats,

[2)

R

<%

18 elaments. In the rehearsal the ingtructor .vessnts the
iessan as eanplet&y ag possible without the amﬁamr prusent, I
possihlie, the lszson should be rehesrsed in e resimnm F’;‘mtic?"
hehearsals are ususliy necessary Lif the instrustor we:s assistsnis
and/ar extensive traiaing aids, or conducts & demons wmﬁm

Jka fellovine are elsponte of 2 desirable gitustlen Zox ibe reheatsal:

i1l ikysical setup shaould be as near as pessible tr ihat of the
actuel elitvaiion.

(2} Agsigtaut Soatrustors should be preossnt and rebsarss their
dodies ap tosy woudd perfornm them durdaog tbe zoLuel losson.

{(3) Other interesied persons should be preseni. Ttey can provide
constructive criticiem on the various parits of iie lasson,
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C. Xlements %o check durins a reheargal. A properly conducted rehearsal of
& lesson should enadle the instructor to check on and revise if advis-
able:

(1) Order of material presented.

(2) Clarity of explanations.

(3) Cnoice of words.

(4) Rate and volume of speech.

(5) Effectiveness of training aids.

(6) Effectiveness of questioning.

(7) Effectivenese of demonsﬁration°

(8) Coordination of work of assistant instructors. .

5o gggg;Jgggggo The instructor should mrovide himself and his assistants with

sufficient time just before the instruction is {6 be given to get every-
thing in readiness for the lesson. A check of these items should be made:

8. Is the necessary equipment on hand?

b. Is the physicel get-up properly arranged? (Tables, chairs, benches,
_ equipment, ventilation, lighting, etc.)

c. Are all instructional materials for students® use at handl
(Reference materials, mimeographed materials, mamuals, assignment
sheets, wrk sheets, tests, etc)

d. Are all assistants vresent and do they understand their duties?

8. Have all $he training aids been procured and properly arranged for?

f. Does the instructor have his pPlan or notes for use during the lesson?

PLaN YOUR WORK AND WORK YOUR PELANY "Today’s Problems® must be planned
"Yeaterday.®

mas Approved For Release 2009/05/05 - CIA-RDP78-03362A001800110001-7 i




STAT

Approved For Release 2009/05/05 : CIA-RDP78-03362A001800110001-7

ATTACHMENT A

POSSI3LE SUBDIVISIONS OF A LESSOW PLANW

I, PREPARATION

Title:

Ob.jectives:
Zype:

Time Reguired:

Classes Presented to:

Tools,¥guipment and

Materials:

Pergonnel:

Iraining Adds:

References:

Study Assignments:

Trainee Uniform and
Equioment:

Lesson Plan Outline

e

Subject to be presented.
What is to be achieved in this lesson?

Which methods will be used? ILecture, confer—
ence, etc.

Length of this lesson.
Trainees to recelve instruction,

Items needed by imstructor for trainees in
class,

Asslstants needed.
Training'aids t0 he used during lesson,

Where is the subject matter for this lesson
found?

What should trainee study before coming to
class?

What should trainee bring to class and how
should he dress?

Transportation Re-
quirements:

Will transportation be needed?

1l

PRESENTATION

Introduction (Moti-
vation)

NOTE:

Give the trainees reasons for learning this
lesson need, Why? What? How?

If some special technique is used to gain the
attention of the class, such as demonstrations
or skits, put it into your lesson plan as a
NOTL..
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3tandards: If specific standards are required in the
lesson, tell tre students what is exvected
of then.,.

kxplanation and/ or Demonstration.,

8o ?11 main points of the presentation should bhe designated (1), (2),
3). eta.

b, When notes, training aide, questions, anf other insiructional Dro=
cedures supplementary to the lesson are used, they are put into the
plan as follows:

STAT
Question: What are the limitations
_ NOTE: Use chart #540,
1llustration: Draw circuit diagram on bdlackboard.
STAT

127

if a demonstration is used,

(1) Outline in propef order the stepa of the procedure.

(2} 1Include in the outline:

(a) ‘mestions to check understanding.
(b) VNotes on use of equipment,
(c) DNotes on safety vrecautions,

(3) Summary.

J NOTE: OSummary should be used here if the unit included
application and/or examination. When the lesson
includes only presentation and discussion stages,
uae the summary in the discussion stage.

(a) Rewiew main points°
(b) Re-emphasize important items and safety precautions.
II11. APPLICATION
8. Qutline in detall

(1) Directions to students.
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{2) Arrangement of students, requirements and materials.
(3) General plan for conduct of practical work,.
{4) Practical exercises.
b. Qutline of inmstructors activities.
(1) Supervision.
(2) Procedures to be followed,
(3) ‘Safety precautions tote observed,
IV, EXAMINATION
a, Written tests,
bo Oral tests.
¢, Observation of trainee‘s work.
NOTE; This step will be covered in ap;iicatory phase.
V., DISCUSSION AND/OR CRITIQUE
a. Clarify points of difficulty which students may have had,
b. Summarize the lesson,
(1) Recap points covered.
{(2) Outline thése main points in the vplan.
¢. Close witnAa stréng statement.
KOTE: A lesson which does not contain avplication or
examination stages will number only those stages
employed and omit the others., In the case of a
lecture (which employs only the Presentation stage)
the main dividions will be:

1. INTRODUCTION; 2, EXPLAWATION; 3, SUMMARY
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ATTACHMENT B
SAMPLE IESSON PLAN CUTLINE

INSTRUCTOR TRAINING COURSE

Titles Time Requireds

Objective !s}z

Refarengess

Training Aldss

Prosentations

Introduction {Motivation) Time Requireds
Explanation end/or Demonstrations Time Requireds

Applieation: Tims Requireds

Examinations Time Required:

Diseussion ang[m' Critique Time Regquireds
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RATING SCALE
4. Superior ..
2. Exgellent
. 2. Good
IESSON TITIEs DATE: 4. _Faly

STUDENT SHEET FOR
EVALUATION OF INSTRUCTION

INSTRUCTCRs

STUDENT:S NAME:

RATIGG ' RIARES

Appearance:

Classroom

Appearance: Neatness

; { Attitudes

Instructor

Voice and Speechs

Attention, intercst, reaction,

pariticipacion
3 ticipations
]
%
S
rationt adequaey
Progentations
Introductions olarity, completeness
Explanations:
g Demonstration: effectiveness learn
3 ing
S
B Appligation: value
:§ E tions couprshensiveness
Discussion and critigues Jearning
ralue

Training aidss

Unit of instruction necegsary:

lesson objeetive attained:
g Prinelpal strensthg:
Principel weoknesses:
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CHEGKLIST FOREODSHITATI0 OF LTUsTRUCTIOR

~
REHARES
1. Clagsroon.

e. Appesrange. Was the ross orderly?

b, lighting gnd vembilofden. .ot there sdequate
light axnd air? ‘

¢, BSeatine arransemcpt. Could all students sco
the iasteuctor and those training alds umed ——
for the instruction?

G. Iaterestedectroving factors. tere thers any
Fagtures of the location uhich would distract f
the attentlon of the students or the Instiuc.
4o from the lesson itself?

e, Appsapspee. das he aeat?

b, Physigel viteliby. ‘las he energetic and
full of epihusiasm for hie subject and for
the instructicn?

¢, Voice. .as his voice clear and understand.
able? Uoreeful? Did he speak too rapidly
or too slowly? Did he vary the tempo of
his speech to fit the idess he presented?
Did he speak cleorly?

d. PBedily gonirol. Did he use appropriate
gestures? Did he have any distracting
mamnerisns?

e, Direction of attention. 0id he address als
vemarks to the clasc and not to the black.
board, chart, or to the wirdous or walls?

- ——C—— s 8 oo

3. Students.

e. Interest. .as there an active interest
throvghout the lesson? Did they appsar to be
attontive? Did they participate fully?

b. Leactions %o instruciion. What were the siu-
dents® reactions to the lesson (as evidenced
by unsolicited comments or your informal ob-
gservotions)?

e A e P I 8 Sl € s

c. Aibitude towerd ipgtructor. .mc the abEitud
towerd the instructor satisfactory?

. Yreparatism.

(1) Did the instructor give evidence of
beinpg wall prepared?

(2) .ere teaching alds availa le for use?
b. [Lresentsiion.

(1) introduction.

{a) Do you feel thas the introdiwetion

i e S AL
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d.

e,

A

(2)

Do

aroused the interest of the pupils?

(b) ‘Uas the objective stated? _

(¢) uere the students informed as to
vhat was expected of then during
the instruction?

(d) Were the students informed as to
the procedures to be followed ir.
the instruction?

Explanation (and/or discussion, demon-
strotion).

(a) Do you think that this phase was
clear and to the point?

{(b) Do you think the instructor brought

out the relationship of the new
meterial with that which the stuw
dent already knew?

{e) Uas the instructional metled used

effective? If not, what would you

suggest?

(d) Vere questions asked by the instruce

tor? Did the students ask ques-
tions?

(e) Were aveiloble training aids used?

(f) To what extent were the aids ef-
fective?

dpplicaticn.

(1)

(2)

(3)

(4)

Jos enough time given to thls stege of
instruction?

Do you feel the applicatory phese was
effective? If not, why not?

‘lere ajds and other faecilitles used to
best advantage?

tlere all students partiecipating fully?

Exgrdnation.

(1)

(2)

ere the students examined on the sube
jeet matter of the instruction?

Was the testing method a satisfactory
one?

(1)
(2)
(3)

Do you think i% vas well conducted?
Were important points summarized?

To vhat extont did students comment on
the iastructional methods used?

[ U,

- et

R RIS
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”
A

REMAIKS

5. General.

a, Do you feel the lesson objective was attained?

b. that were the major strengths of the instruc-
tor?

2., hat vere the outs'ending features of the les-
son?

4. hat vere the major ucaknesses of the instrue-
tor?

e, Jhat ore the faults of the instructor-you feel !
must be corrected?

£, Do you think there was a proper distribution
of tine for the clase insiruction?

- v ——-

A+ e 2 + e s
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EQUIPMENT, FACILITIES AND TRAINING AIDS
STATE OF TRAINING
TIME AVAILABLE

" C onsider

INSTRUCTORS NEEDED
MISSION

ANALYSIS OF SUBJECT

tn your
estimate

TRAINING CONDITIONS

EVERY PROBLEM ANTICIPATED
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STEPS IN PLANNING THE LESSON

MAKE AN ESTIMATE OF THE
NSTRUCTIONAL SITUATION

R

MAKE A LESSON PLAN

REHEARSE

MAKE A FINAL CHECK
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WHY HAVE A LESSON PLAN?

N,

PREPARATION INSURANCE | RECORD |
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STAGES OF INSTRUCTION

PREPARATION PLAN

PRESENTATION TELL ano SHOW
APPLICATION DO
& EXAMINATION CHECK

_ DISCUSSION & REVIEW
" OR CRITIQUE
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STEPS IN PLANNING THAE LESSON

e
o e

MAKE AN ESTIMATE OF THE
NSTRUCTIONAL SITUATION

MAKE A LESSON PLAN

REHEARSE

MAKE A FINAL CHECK
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IN YOUR ESTIMATE]

EQUIPMENT, FACILITIES, AND TRAINING AIDS .

STATE OF TRAINING
TIME AVAILABLE
@ |NSTRUCTORS NEEDED
~Mission
ANALYSIS OF THE SUBJECT
TRAINING CONDITIONS
EVERY PROBLEM ANTICIPATED

Approved For Release 2009/05/05 : CIA-RDP78-03362A001800110001-7



1

Approved For Release 2009/05/05 : CIA-RDP78-03362A001800110001-7

. ATTACHMENT A

POSSIBLE SUBDIVISIONS OF 4 LESSON PLAN

Outline for Losson Plan

I. PREPARATION

Titles

Objectives:
Type:

Time Required:

Classes Presented to:

Tools, Equipment and Materials;

Personnel:

Training Aids:

References:

Study Assignmentss

Students' Uniform and Eguipments

Transportation Requirements:

Subject to be presented,
What is to be achieved in this lesson?

Which methods will be used?
conference, ecte,

Lecture,

Length of this lesson,
Trainees to receive instruction,

Items needed by instructor for
trainees in class,

Assistants needed,

Training aids to be used durinhg
lesson,

Where is the subject matter for
this lcsson found?

What should trainee study before 24
coming to clasg?

What should trainee bring to class and
how should he dress?

Will transportation be needed?

II, PRESENTATION

Introduction (Motivation)

NOTE:

State objectives; give the students
reasons for learning this lesson,
Why? What? How?

If somc special tochniques is used to gain
the attention of the class, such as demon-
strations or skits, put it into your
lesson plan as a NOTE,
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Standards:

Explanation and/or Demonstrations:

STAT

Question:
NOTE:
I1lustration:

Coution:

STAT
Example:

NOTE«

IIT,

APPLICATION

a, Outline in detail

(1) Directions to students,

Tell tHe students the standard of
perfoﬁ#ance to be required of them,

a, Aii main points of the presen-
tation: should be designated (1), (2),
(3), ete. ‘

b, When notes, training aids, questions,
and other instructional procedures to
supplement the lesson plan are used,

they are included in the plan as followss

What are the limitations

Use chart #540.

Draw net diagram on blackboard,

¢, If a demonstration is used,

(1) Outline in proper order the steps
of the procedure, :

(2) Include in the dutline:

(a) Questions to check under-
standing,

(b) Notes on use of equipment,
(c) Notes on safety precautions,

(3) Summary,

Surmary should be used here if the unit
included application and/or examination,
When the lesson includes only presentation
and discussion stages, use the summery

in the discussion stage,

(a) Review main points,
{(b) Re-emphasize important items
and safety precautions,

(2) Arrangement of students, requirements and materials,

-2
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(3) General plan for conduct of'practical work,

(4) PracticaIVeXGrciSes.

b, Outline of ingtructor's activitiés.

(1) Supervisipn, |

(2) Proceduréé to be followed,

(3) Safety pyécautiohs to be obskrvsd.

IV, EXANINATION |
a, Written tests,
b. Oral tests,
¢, Observation of student's work,
NOTE: This step will be coverced in applicatory phase,
V, DISCUSSION AND/OR CRITIQUE
a, Clarify points of difficulty which students may have had,
b, Summarize the lesson,
(1) Recap points covered!
(2) Outline main points in the plan.
¢, Close with a strong statement,

NOTE: A lcsson which does not contain application or cxami-
nation stages will nunber only those stages employed
and omit the others, In the case of a lecture (which
employs only the Presentation stage) the main divisions
will bes

1. INTRODUCTION; 2, EXPLANATION; 3. SUMMaRY

Approved For Release 2009/05/05 : CIA-RDP78-03362A001800110001-7



e/

Approved For Release 2009/05/05 : CIA-RDP78-O3362A(m8001 10001-7

Title:

Objective (g):

Ref erences:

Training Aids:

ATTACHVENT B
SAMPLE OUTLINE FOR LESSON PLAN
INSTRUCTOR TRAINING COURSE

Time Reguired:

Presentgtions:

Introduction (Mptivation)

Examinations -

Expladation and/or Demonstrations

Discussion and/or Critigue
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PROBIEM EVALUATION AND CONSTRUCTION SHEET

24 Eler s of Operational Situation | Physical Capabilities | Capabilities of Students | What can be Done (Duplicate)
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CHOOSE THE BEST METHOD

Use It

Don't Use It

Method of Instruction

1.

LECTURE

With other methods
Supplemented by visual aids

When many ideas have to be
presented in a short time

In summarizing large phases
of instruction

When presenting general or
basic information

For material with many
details

For training in a skill

DEMONSTRATION

To show a manipulative
operation or skill

To clarify principles or
theory

To show use of equipment

When note-taking is
required

In place of practice

PRACTICE
(APPLICATION)

To develop performance skill

To help in retaining infor-
mation

Unless it is supervised

Until basic principles
have been taught

4.

PROBLEM SOLVING
Field Problem
"Live Problem”

To develop thinking habits
To develop team performance

To integrate all previous
training

To simulate actual conditions

Unless your training

situation can simlate
real conditions to be
faced by the students

As initial training

DIRECTED STUDY
Cnge Study
Study Assignments

To develop understanding
To get diversified opinion
To develop thinking habits

To similate actual condi-
tions

To fill in time
Unless it is supervised

Unless your training
situation can simulate
real conditions to be
faced by students
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L]

6, DISCUSSION To make students think To £ill in time
I Directed Discuse~ '
sivit To emphasize factual material  Without a good leader
Conferenee
Panel To warm up or review In large classes
Semindy
To give reasons To present new mater-
ial
To get benefit of previous
experience In place of practice
To get opinions and help Unless people are
already informed
To modify opinions about subject
To develop understanding As initial training
To get acceptance In place of practice
—2-
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LESSON PLANNING APPLICATION -~ Assignment #2

Each student is required to prépare a lesson plan, The topic will
be assigned by the Chief Instructor of the respective branch., The
rlan should follow the format of the example given in the rcading
material, "Lesson Planning," A typcd original and three copies of
the plan must be submitted to the Chief Instructor, ITC, Each stu-
dent will present his lesson to the class, The lesson will be
minutcs with mimites allotted for the students! and instructors!
evaluations, The ITC staff will notify the Chief Instructor of the
respective branch of the scheduled time for the student's presenta-
tion, The Chicf Instructor will assist in the evaluation,

The purpose of this assigmment is to:
1. Acquaint the student with the uscs of lesson plans and

the construction and format of the lesson plan as it is uscd
in this organization,

N
.

Give the student an opportunity to preparc a lesson plan,
3. Allow the student to present his plan before a group.

4, Evaluate other students and their lesson plans,

5. Give the student an opportunity to have others con-
structlvely evaluate his efforts for the purpose of improv-
ing his effectivencss before a group.

6. Recognize the assets and the shortcomings of student-
instructors, so that the student will continue to improve as
an instructor in his assignment,

The four copies of the lesson plan will be distributcd as follows:

Original copy - ITC instructor

Copy 2 -~ Studont evaluator
Cony 3 - Student evaluator
Copy 4 ~ To be retained by the student

A schedule will be posted on the blackboard giving the order and the
time of the presentations, and the student-evaluators for thc lessons.
All m;mbcrs of the class will evaluatc each presentation as in Assign-
ment #1
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The persons assigned to evaluate will:

1. Evaluate presentations following the same procedure as
was used in the first assigmment., A different evaluation

form and a guide for its use will bc provided for this pur-
posc.

2. Commcnt before the class on the instructor'!s ability to
follow thc lesson plan,

Each instruction will bc recorded with a playback at a scheduled
time of the following week, At the time of playback thc student
will have the evaluation shects, An instructor will be prescnt to
answer any questions which may arisc,

Aids secured from the students! assigned branch may be used, In-
structional Services Staff cannot be utilizod to proparc an aid for
the lesson., ‘

The technician who will make the recording will give a'threc-minutes-
to~-go' warning sign to cach student and will gtop recording at the cnd
of the allotted time.

An instructor will assist any studcent in the preparation of his in-
struction during the sciieduled time for lcsson planning,
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